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PIB Name Personal Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and Use 

Disclosure (Who 
has access) 

Legal Authority to 
Collect Information 

Location (Business 
Unit) 

Visitor Sign in Register Name, date, time 
in/out , 
company/agency 
with, purpose  

Visitors in the Civic 
Centre 

Security & Safety  Receptionist, Fire 
warden in case of 
evacuation, police in 
case of criminal or 
mischief 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Town Manager Office 

Assessment Roll Property owner, 
name, personal 
mailing address, 
phone number, 
declared school 
support 

Property owners  General public 
viewing as per 
legislated 
requirements 

General public 
viewing within the 
portal access on 
Town Website. Can 
get printed copy from 
Town office during 
office hours. 

Municipal 
Government Act 
Section 303-304,307 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Vendor Electronics 
Funds Transfer 
Authorization 

Company name, 
Contact Person, Job 
Title, Telephone, 
Email Address, 
Financial Institution, 
Branch Address, 
Branch Telephone , 
Bank Transit Number, 
Bank Account 
Number 

Vendors Payees who want to 
have payments from 
the Town through 
EFT. 

Accounts payable, 
banking information 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Aspen Waste 
Management Authority 
Account Application 

Business Name, 
Phone, Business 
Address, E-mail, 
Owner Name, 
Contact Person, 
Bank, Years in 
Business 

Aspen waste Setting customers 
up to charge for 
landfill 

Accounts Receivable Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Invoices (General 
Services) 

Name, address, 
amount owed, email 
address 

Companies, 
corporations, 
individuals other 
than organizations 
including 
government 

Collect and process 
payment 

Accounts payable Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 
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PIB Name Personal Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and Use 

Disclosure (Who 
has access) 

Legal Authority to 
Collect Information 

Location (Business 
Unit) 

Meter Readings Address, route 
number, reading, date 
and consumption 

Utility Costumers Billing Services  Utilities  Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

TIPPS  Name, Void Cheque , 
Bank transit number, 
Bank Account 
Number , Institution 
Number, Address, 
Phone, Email, Roll 
number, if property is 
a new build if it was 
completed as of 
December 31,2025 of 
the prior year, If new 
owner and 
possession date 

Tax Customers  Collect and process 
payments 

Finance Manager, 
Senior administrative 
Clerk 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Accounts Receivable – 
Property Tax  

Name, Address, 
Outstanding Amount, 
Roll Number 

Property owners in 
tax areas 

Tax Collection Staff with Seranic 
security to access, 
payments are 
processed through 
finance (cash). 

Municipal 
Government Act 
Sections 327-329 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

School Support 
Declaration 

School support for 
name and address 

Property Owners Submit school 
taxation information 
to province 

Finance Manager, 
Senior 
Administrative 
Position  

Sections 154-156 of 
the School Act/ 
Province of Alberta. 
Canada’s 
Constitution 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Property Tax Agreement Name, Business 
Name , Roll #, Town, 
Province, Address, 

Property owners Monthly Payment 
Plans 

Finance Manager, 
Senior 
Administrative 
Position 

Municipal 
Government Act 
Section 342 

Corporate Services 
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PIB Name Personal Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and Use 

Disclosure (Who 
has access) 

Legal Authority to 
Collect Information 

Location (Business 
Unit) 

Mailing Adress, 
Balance Owing 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Citizen Self Service 
Portal 

Name, email , phone 
number, password , 
security question, 
security answer 

Account Holders To register for access 
into individuals own 
accounts and make 
payments online. As 
well as make any 
service requests. 

Utilities  Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

       
Utility 
applications/cancellation 
Invoices 

Name, Service , 
Phone number, date 
of possession, email 
address, mailing 
address, alternate 
phone number, joint 
owner name. For 
garbage legal owner, 
phone, email, service 
address, name and 
date 

All Utility customers Providing and 
cancelling service for 
water, sewage and 
garbage 

Utilities, Reception  Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Tax Receipting Name, Address, 
Method of Payment, 
Date of Payment 
Receipt Number, 
Property Title, and 
Amount Paid 

Property owners Administer Tax Levy Staff with access to 
Seranic. Payments 
are processed 
through Finance 
(Cash). Reception 
handles payments. 

Municipal 
Government Act 
Section 342 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Utility Receipting Name, Address, 
Method of Payment, 
Date of Payment 
Receipt Number, 
Service Address, and 
Amount Paid 

Utility Account 
Holders 

To give account 
holders confirmation 
of payment. Break 
down of arrears. 

Reception, utilities. Municipal 
Government Act 
Section 342 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 
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PIB Name Personal Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and Use 

Disclosure (Who 
has access) 

Legal Authority to 
Collect Information 

Location (Business 
Unit) 

Accounts Receivable 
Receipts 

Name, Address, 
Method of Payment, 
Date of Payment 
Receipt Number, 
Invoice Number, and 
Amount Paid, 
Customer ID 

Vendors  To give vendors 
confirmation of 
payment and what 
they paid for. 

Reception, Accounts 
Receivable 

Municipal 
Government Act 
Section 342 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

Assessment Review 
Board Complaints 

Complainant’s Name, 
Address, Telephone 
Number, Fax Number, 
Email Address 

Complainants in 
Assessment Review 
Process 

To process ARB 
complains 

Legislative Services 
Staff, Assessment 
Staff  

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
, MGA Section 40 

Corporate Services 

Payroll Files Federal and Provincial 
TD1, Banking Info, 
Emergency Contact, 
Doctor, and any 
allergies/medications. 
Pension/RRSP info 

Employees To collect 
information about 
where to deposit 
salary, employee 
medical history in 
case of emergency, 
where they would 
like to contribute for 
rrsp or rpp. 

Payroll, Corporate 
Services Manager, 
Finance Manager 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 

CoSA Claim Form Claimant Name, 
Address, Phone 
number, date of birth , 
driver license number, 
health injury 
information, email 
address, witnesses 
name, address, phone 
number, insurance 
information, personal 
injury information, 
signature of claimant 

Parties to Incident Claim Handling and 
Incident Tracking 

CoSA: Insurance 
Claims Coordinator, 
Risk & Insurance 
Manager, Other: 
CoSA Insurer, Lawyer 
and/or Claims 
Adjuster 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Corporate Services 
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PIB Name Personal Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and Use 

Disclosure (Who 
has access) 

Legal Authority to 
Collect Information 

Location (Business 
Unit) 

       
       
       
       
       
       
       
       
       

 


